
OCEAN CITY
OFFICE OF THE FIRE MARSHAL
RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE NO.
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Agency

Ocean City

Division/Unit

Fire Marshal

ITEM
NO DESCRIPTION RETENTION

1.

2.

3.

4.

Inspection Reports 1968 -1999
- contains: Drawings; correspondence. Case
history and action. Complaint Report. Smoke
Detector Certification Form. Fire Alarm Report;
Inspection Report; Supplemental Inspection
Report;

Drawings Building 1985 -1995
- drawings of various buildings used to locate
Sprinkler Systems; Fire Alarms; Routes; HVAC
Systems; etc.

Subject Files 1994 to 1999
- contains: Hazardous Material Response;
Special Hazards . Correspondence; Yearly
Inspection Reports; Tickets/Summons.
Emergency Generators; Newspaper Items;
Smoke Detectors. Incident Reports; Portable
Radio Inventory; Bonfires; Fireworks Permits;
etc.

Investigation Reports 1971 to 1999
- contains: Correspondence; District Court
Arrest Warrant; Police Report Fire Activity
Report; Complaint Report; Investigation
Reports. Violation Notice; Photos; Court Cases
Pending, Civil/Criminal; Closed Arson Fires;
Explosives Investigations; Bomb Threats;
Vehicle Fires; Aviation Intelligence; Extremist
Groups, etc.

Screen annually, destroy material having no
further legal, administrative fiscal or
operational value.

Screen annually, destroy material having no
further legal, administrative fiscal or
operational value.

Screen annually, destroy material having no
further legal, administrative fiscal or
operational value.

Retain for 10 Years, then destroy.

APPROVED BY DEPARTMENT, AGENCY, OR
DIVISION REPRESENTATION

DATE

SIGNATURE

TYPE NAME S.E. V l l l a n i , J r .

TITLE Fire Marshal

SCHEDULE AUTHORIZED BY
STATE ARCHIVIST

DATE APR 1 1 anno

SIGNATURE

f



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARO WITH RECOROS RETENTION
SCHEDUIE (DGS 550-1)

D E P A R T M E N T OF G E N E R A L S E R V I C E S

RECOROS MANAGEMENT OMSION

7275 WATERLOO ROAO

P.O. BOX 275 • JESSUP. MARYLAND 20794

AGENCY RECOROS INVENTORY

Page. z. Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION - Records Series - A group of related records normally filed and used is a unit for reference as well as retention and disposition purposes.

5. EARLIEST YEAR / LATETEST YEAR

XJ -* •

efly describe Ihe types of informa6. RECORfrSERIES DESCRIPTION ( Bri lion/cccumeniyforms found in the Series Include ihe purpose or funciion of ihe Series)

^

7. RECORD SEgiES FORMAT(S)

•ei^Letter Size a Microfilm

o Legal Size o Computer Tape

D Bound Book o Floppy Disk

a Video Tape

• (Specify) <

a Audio Tape

JS-erKeMSpecif

8. RECORD SERIES SEQUENCE

Numerical

a . Chronological

o Geographical

• Olher (Specify).

9. VOLUME

FileOrawer(s)

• Microfilm Reel ;s;

• Computerjaoe (3

• Number "C. / r
10. ANNUAL ACCUMULATION

a File Drawer (s)

D Microfilm Reel (s).

D Computer Taoe(s)

a Other (Specify)

Number

12. FILE BECOMES INACTIVE AFTER

D Weekly o Monthly • Month(s) c Year(s)

Number

3. CURRENT LOCATION(S) (Bldg.. Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency sr officai

Q Yes n No

5. ACCESS RESTRICTIONS (If yes. cite law(s) 8 regulalion(s)

a Yes _̂ D No

16. AUDIT REQUIREMENTS

a None a Slate o Federal a Independent

7. IS AN INOEX SYSTEM USED? (If yes. explain briefly and

describe any hardware/software)

18. RECOMMENDED RETEI

a Yes a No

Destroy material having no
further legal, administrative
fiscal or operational value.

3. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

550-4 (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORO SERIES. FORWARO WITH RECOROS RETENTION
SCHEDULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAO
P.O BOX 275 - JESSUP. MARYLANO 2079-1

AGENCY RECORDS INVENTORY

Page. Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

s/SeriDEFINITION - Records/Series - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE

CflfP

5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of inforrr.ation/cccumenis/forms found in the Series. Include the purpose or function of ;he Series;

/ ,

^

'/}??&>

7. RECORD SERIES FORMAT(S)

o Letter Size a Microfilm

a Legal Size o Computer Tape

D Bound Book a Floppy Disk

. a Audio Tape , . a Video Tape

3ther (Specify) ^

8. RECORD SERIES SEQUENCE

c Alphabeiical

• Numerical

D Chronological

a Geographical

o-TJther(Specifyj

9. VOLUME
• File Drawer(s)
a Microfilm See! ;si
a Computgt-faoe -s)

' Number

10. ANNUAL ACCUMULATION
D File Drawer is;
a Microfilm Reel (s)
D Computer Taoe(s)
a Other {Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

o Weekly D Monlhlv a Month(s) a Year(s)
Number

:3. CURRENT LOCATIONS) (Bldg.. Floor^o 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency ;r office)

D Yes • a No

•5. ACCESS RESTRICTIONS (If yes. cile law(s) 8 regulalion(s)

• Yes : . a No

16. AUDIT REQUIREMENTS

a None a State a Federal a Independent

7. IS AN INDEX SYSTEM USED? (If yes. explain briefly and
describe any hardware/software)

18. RECOMMENDED RETEN

o Yes o No
Destroy material having no
further legal, administrative
fiscal or operational value.

.9. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

550-4 (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORO SERIES. FORWARO WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECOROS MANAGEMENT 0 M S I O N

7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page—3 Of /

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of inforrnalion/dccuments/fcrms found in the Series. Include the purpose or 'unction of she Series.:

/d>lf/4f/2?z?jC>^>

7. RECORD SpieS"FORMAT(S)

«r*Te!ter Size a Microfilm

• Legal Size o Computer Tape

D Bound Book o Floppy Disk

a Audio Tape D Video Tape

a Olher (Specify)

J
8. RECORD SERIES

phabeiic3i

D Numerical

a . Chronological

o Geographical

a Other (Specify) .

9. VOLUME
rile Drawer(s)

a Microfilm Reel {sj
a Computer Tace is)
c Other (Spec::/)

' Number

10. ANNUAL ACCUMULATION
a File Drawer is:
c Microfilm Reel (si
a Computer Tsoefs)
a Olher (Specify)

Number

12. FILE BECOMES INACTIVE AFTER

a Weekly c Monthly a Month(s) c Year(s)

Number

:3. CURRENT LOCATION(S) (Bldg.. Floot, Room 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes • • No

:5. ACCESS RESTRICTIONS (If yes, cite law(s) 8 regulalion(s)

o Yes ; ,_ D No

16. AUDIT REQUIREMENTS

D None a Slate a Federal a Independent

.7. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

a Yes a No

18. RECOMMENDED RETENT;

Destroy material having no
ffurther legal, administrative
fiscal or operational value

3. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

550-4 (Revised 1/93)



I INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
' REVISED RECORO SERIES. FORWARO WITH RECORDS RETENTION
'• SCHEOUIE (OGS 550-1)

D E P A R T M E N T O F G E N E R A L S E R V I C E S
RECOROS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

/

Page Of

1. OEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series • A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORO SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( 8rieny describe the types of informationA:ocumen!s/forms found in Ihe Series_ Induce ihe purpose or function of ihe Series;

PMSJ ^j*rT73

7. RECORD SE«fES FORMAT(S)

s ' le l ter Size a Microfilm

a Legal Size o Computer Taps

n Bound Book a Floppy Disk

o Audio Tape • Video Tape

o Other (Specify)

8. RECORD SERIES SEQUENCE

a Alphabetical^--

ja^Nunerical

o . Chronological

a Geographical

a Olher (Specify)

9. VOLUME
-ife Orawer(s)

a Microfilm Ree! ;si
o Computer Tarje (31
c Other (Specify)

' Number

10. ANNUAL ACCUMULATION
D File Drawer (s;
o Microfilm Reel (s;
D Computer Taoeisi
o Olher (Specify) _

Number

12. FILE BECOMES INACTIVE AFTER

a Daily o Weekly D Monthly a Monlh(s) • Year(s)

Number

CURRENT LO.CATION(S) (Bldg.. Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? {If yes. specify agency or office

a Yes : 3 No

'5. ACCESS RESTRICTIONS (If yes. cite law(s) 8 regulalion(s)

a Yes : a No

16. AUDIT REQUIREMENTS

o None D Stale • Federal a Independent

;7. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

18. RECOMMENDED RETENTION

D Yes • No

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

- 550-4 (Revised V93)


